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The following instructions provide guidance on creating a substitution rule for Manager Self Service (MSS) time
approval. For full details pertaining to this feature and the entire MSS time approval process, please refer to the
tutorial.

1. Log into KHRIS MSS and access the Time Approval tile.
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2. Select Manage Substitution Rules under the Substitution section.

v Substitution

| Manage substitution Rules |

You have not assigned any substitutes.

Substitution Overview

You are currently assigned as a substitute by

The following screen will appear.
Manage Substitution Rules

“You can view and manage your substitution rules.
“fou can creste seversl substitution rules for planned or for unexpacted sbsences.
You can slse see other users’ substifution rules involving you, and you can take over ancther user's tasks {if this user has sllowed you to 'fill in').

My Substitution Rules

| Create Rule |{ Delste | Refrash |

P Tasks Assignes Substitution Type Status Rule Activation
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3. Select the Create Rule button, to create a substitution rule. [E=E
The following screen will appear.

Create a Substitution Rule PO X
* Assignee: H
Assign These Tasks: | Time Approval w

I Want the Assignee Ta:

Activation of the Rule:

Deactivate this rule_:

* Receive My Tasks

fou hand over tasks to the assignee for the
duration of your planned absence; you can set a
start date for this rule.

Fill In for Me

If you are unexpectedly sbsent. the assignee can
take ower your tasks completely.

* At Once

Cn

Do not activate the rule now.
* MNever

The rule is not automatically deactivated on a
specified date. You can, however, deactivate or
delete it at any time.

Omn
The rule is automatically deactivated on the

specified date. You can deactivate or delete it at
any time.

4. Select the Search feature on the Assignee field.

* Assignes:

The following screen will appear.

Search: Assignee
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Search Criteria

User
Last name

First name
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[ search ]| Clear Entries || Resetto Defautt

~f Maximum Mumber of Results: 5,000

5. Enter the Name or Employee ID for the intended substitution assignee and select the Search button.




Search: Assignee

X

Search Criteria

Personal Value List Hide Search Critein  J& @

User v |is - [+1=]
Last name v |is ~ | CALDWELL [+1=]
First nama v s - [+ ] -]
v Maximum Number of Results: 5.000
‘ ‘, Clear Entries || Resetto Default
Results List: 3 results found for Assignee
User - Last name First namse:
L CALDWELL HORMAN
L CALDWELL BRIAN
L] CALDWELL JAMIE
6. Select the appropriate assignee.
-

Search: Assignee

Search Criteria Personal Value List  Hide Search Criterin S (@)
User v s ~ [+1-]
Last rama v i ~ | CALOWELL [+ 1]
First nama w | i il G 6

o Maximum Number of Results 5.000

1| crear Entries

Riéset b5 Dot

Results List: 3 results found for Assignee

User & Lastnemae First name
L] CALDWWELL NORMAN
L} CALOWELL BRIAN
ﬁ_ CALDWELL JAMIE
The following screen will appear.
Create a Substitution Rule 0 x
* Assignes: _ |f—||

Assign Thess Tasks:

I Want the Assignee To:

Activation of the Rule:

Deactivate this rule_:

Time Approval w

* Receive My Tasks

You hand over tasks to the assignee for the
duration of your planned absence; you can set a

start date for this rula.
Fill In for Me

If you are unexpectedly sbsent. the assignee can

take over your tasks completely.
* At Once
On
Do not aclivate the rule now.

* MNever

The rule is not automatically deactivated on &
specifisd date. You can, however, desclivate or

delete it at any time.
On

The rule is sutomatically deactivated on the
specified date. You can deactivate or delete it at

any time.

7. To set-up a permanent substitute, change the “I Want the Assignee To:” radio button from Receive My
Tasks to Fill In for Me.




| Want the Assignee To: Receive My Tasks

ou hand over tasks fo the assignee for the
duration of your planned absence; you can set a
start date for this rule.

* Fill In for Me!
If you are unexpectedly sbsent, the assignee can
take ower your tasks complately.

Leave the remaining radios buttons as-is.

8. Select the OK button.

Cancel



